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aanndd  RReetteennttiioonn  MMaannuuaall  



 

Both your Club Building & 
Revitalization (CB&R) and 
Membership Development & 
Education (MD&R) District 
Committees worked hard to 
research and compile the most 
beneficial information to help you 
and your club. We hope that this 
manual will help your club grow and 
remain strong.  
 
Please contact us if you have any 
questions or if there is a way we can 
help you and your club! 
 
Best wishes for a successful year! 
 
Brian Cofrancesco          Melissa Kong 
CB&R Chair              MD&E Chair  
 
 
 
 
 
 

K International holds the promise of 
today’s student becoming tomorrow’s 
leader. It exists to meet the personal needs 
of the individual collegian through the 
qualities of leadership, the rewards of 
service, and the unique spirit of 
friendship. Leadership, service and 
fellowship; the embodiment of the three 
tenets premier collegiate service 
organization. A member of the Kiwanis 
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Greetings Capital District! 

The most important people in CKI 
are club members, and as officers 
your most important job is to 
recruit new members each year to 
ensure the growth and 
continuation of both your club and 
Circle K International. Another 
top priority is member retention: 
fostering a welcoming environment 
and developing a club that attracts 
members to return from week to 
week, semester to semester, and 
year to year.  
 
Throughout this manual you will 
find information, resources and 
tips on how you can run efficient 
and successful membership 
campaigns, working to both recruit 
and retain. 

Contact  

Brian Cofrancesco – cbr@cdcki.org 

Melissa Kong – mde@cdcki.org  
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FLYERING 
You can’t talk to everyone on campus, so 
why not have a piece of paper do it for you? 
Flyers are the most accessible way to 
communicate with other students at 
school. They can help promote upcoming 
club meetings, service projects, socials, 
fundraisers, and other events. Key things 
you want on your flyers are the name of the 
event, the date and time, a short 
description, and a contact person. Also you 
should put your club’s website and 
Facebook group, if you have one, so that 
interested members can have a resource to 
learn more about the club. Make them 
colorful by printing in color or on a 
colored paper to make it stand out. 
Emphasize key words by bolding, 
underlining, and enlarging the font so that 
students can catch the important 
information. Also make your flyers 
creative! Add pictures from past events, 
include the CKI logo, and insert fun 
graphics. Post these flyers in areas where 
students are mostly at, i.e. student union 
building and residence halls, and consider 
passing smaller flyers out when students 
pass by. Do this several weeks in advance 
and more frequently when the date comes 
near so that not only will more people 
know but that you can budget the cost of 
printing. 
 
 
 
 
 
 
 
 
 

 
TABLING 
Be there in person to advertise events by 
tabling on campus. Some campus have 
tables or kiosks you can reserve to help 
promotion. Bring with you any CKI items 
that can provide visual aid, such as the 
banner, gong, and gavel, a tri-fold board 
that informs what the club is about and 
what type of events have been done in the 
past, and club t-shirt(s). Hand out flyers so 
that students can have something more 
tangible to take home. Also give out the 
CKI brochures to provide more 
information about our organization. You 
can find these on the International website 
(circlek.org) or can order them free over 
the phone (1-800-Kiwanis). Videos are also 
great to show students what the club does. 
You can make an actual commercial with 
your club or make a slideshow with 
pictures from past events. Playing music is 
always an attention grabber. If you’re 
allowed, blast some catchy tunes to attract 
more students to you. Provide a sign-up 
sheet so that perspective members can be 
on your club listserv and get more news 
about upcoming events. You may want to 
add some fake names at the start of the 
sheet to make it look like there are 
members in this club. Just make sure you 
remember which members are fake and 
real. Keep in mind, this doesn’t have to be 
a one-time thing. Do this as frequently as 
you can, like monthly or weekly. 
 

 
 
 
 
 

A fun way to advertise your 
club is by chalking all over 
campus. Find a great place 
where a lot of students pass 
through and chalk on the 
ground to promote CKI. 
Just like flyers, you can 

advertise upcoming 
meetings and events. Add 
all the needed details so 

that students know where 
to go. Display this creatively 

by adding a mixture of 
colors and an illustration. 

The more creative the art is 
the more attention it will 

get, therefore bringing 
more people out. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Committees are incredibly 
important to a club because not 
only do they make the flow of the 
club easier on the executive officers, 
they allow members to contribute to 
the activities of the club. 
Committee chair positions are also 

RECRUIT! RECRUIT! RECRUIT! 
Ways to advertise CKI and recruit new members  

CHALKING! 
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How to make the most of a                                

RECRUITMENT FAIR
 

                   

At the beginning of each semester, schools provide club organizations a chance to advertise to 
the student body to encourage school involvement. Clubs table and pass out flyers to 
prospective members along with talking to students, informing them more about the club and 
answering any questions. Since there are other organizations at this fair, you want to do 
something different from them to not blend in and fade out in the pack.  
 
Here are some helpful tips that can help enhance your recruitment experience: 
- Stand in front of your table. You can pull more people to your table this way. Additionally, 
this makes you more approachable to talk. 
 
- Play loud music or show a video. These will attract more people especially since it sounds 
fun. A visual aid also enhances your appearance where you can’t normal display in words or in 
writing. 
 
- Pass out flyers. Give them something to take back with them. They might forget who you are 
or when the next meeting is, so give them something that they can remember from. 
 
- Walk around. You don’t need to stay at your table. Go around the whole area to catch those 
perspective members that would either miss or be afraid to go up to the table. Carry some 
flyers, brochures, and a clipboard handy with you. 
 
- Wear a costume. To stand out even more, wear a costume to promote your club in relations 
to your year’s theme. Students will wonder what it’s for and will come up to check it out. 
Have fun with the costume, representing it and your club.  
 
- Have a service project. Give students a taste of what CKI is about. Provide them a fun 
hands-on experience by doing a small service project at your table. Tell them information 
about it and where it will go to. Also mentioned to them that they just received their first 
service hours! 
 
- Bring out extroverts. Have members from your club who are outgoing and talkative at the 
table.  
These people can help pull more students to the table and show the fun side of CKI. 
 
- Invite them to a membership event. It is always a great idea to have an event that follows  
recruitment. This is so they can see what the club is like and also a give them a chance to meet  
each other members in the club. 
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CAMPUS-WIDE EVENT 
Have an event opened up to your school? By hosting a 
bake sale, charitable event, or a leadership workshop, 
students will see what Circle K International is about 
and what we do as an organization. Because of this, it is 
another great opportunity to recruit perspective 
members!  
 
 
EMAIL THROUGH STUDENT ACTIVITIES 
Some school’s Student Activities Office helps send out 
emails about club events through their listserv. They 
have their own list of student emails who they know are 
interested in getting involved with campus 
organizations. Just write an email advertisement and 
send it to them.  
 
 
 
 
 

Have a pizza party, game 
night, or in-meeting service 
project and ask your 
members to bring their 
friends along. It creates a 
fun environment and lets 
prospective members 
experience the fellowship 
and service that are CKI! 

 

 

 

 

SCHOOL NEWSPAPER 
Many students read school newspapers to know 
what is going on campus-wide. So why not promote 
your club here?! School newspapers give student 
organizations an opportunity to advertise themselves 
to recruit new members.  
 
 
 
 
 
 
 
 
CO-SPONSOR WITH ANOTHER CLUB 
Coordinate with other service-oriented organizations 
on campus to co-sponsor large service events. Not 
only will these provide our members with a variety of 
interesting projects, but it will give an opportunity to 
meet and recruit new people from other clubs that 
have the same interest. 

 
 

Other Ways to Get the Word Out 

  
 

Remember that 

recruitment is 

done year 

round, not just 

at the 

beginning of the 

semester! 
 

recruiting through members 

Members should always be 
welcomed and encouraged 
to bring their friends to 
meetings and events. One 
of the best methods of 
recruitment is word of 
mouth and the sharing of 
first hand experiences, and 
your club’s members are 
the best ones to bring this 
perspective.  
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ICE BREAKERS 
Everyone loves a fun game every once 
in a while and ice breakers are a great 
way to bring some excitement (and 
sometimes a bit of childish enjoyment) 
to your meeting. Starting your meeting 
with a short ice breaker creates a 
comfortable and relaxed environment 
and encourages new members to get to 
know their fellow CKI members and 
get to know those they work alongside. 
Some popular ice breakers include: 

- Train Wreck – one person in 
the middle of a circle says 
something about themselves 
and all who share that 
characteristic must move to a 
new spot; the person left 
without a spot is in the 
middle 

- Human Bingo – give members 
a list/bingo sheet of 
characteristics; they must then 
find people in the room who 
match the given 
characteristics 

- The Human Knot – divide your 
members into groups of 6-8, 
have them grab two hands 
(not the hands of the same 
person), and then “untie” 
themselves (without letting go 
of their hands!) until they 
have formed a circle and freed 
themselves from the knot.  

 
 
 
 
 
 

VARY YOUR MEETING PROGRAMS 
One reason new members do not return is 
because general meetings can get boring. 
So what is the solution to this? – vary your 
meeting programs! While it is important 
to have meetings on a regular basis 
(weekly, biweekly), it is also fun to cancel a 
meeting once in a while and instead have a 
fun social – a pizza party, a whiffle ball 
game, a movie night – during your 
meeting time. You might also consider 
meeting for dinner at the dining hall or 
even eating out at a local restaurant. 
Everyone already has that period of time 
reserved to attendance shouldn’t be a 
problem, and it allows everyone to break 
away from the formal setting of a meeting 
and actually interact.  
 
It is also a important to offer activities 
after meetings so that your new members 
(and old members as well) do not feel they 
came out to hear what could have been 
sent through an email. Have a monthly 
icebreaker meeting, or offer one or two 
post-meeting service projects per month 
(card making, letter writing, sandwich 
making for local food shelters, etc.) that 
make use of the time your members have 
set aside for a meeting. Other fun 
activities include “Speed Dating,” a 
scavenger hunt around your 
building/campus, and board games.   
 
 
 
 
 
 
 
 
 
 
 
 
 
Circle K International is comprised of  
college and university students who are 
responsible citizens and leaders with a 

LEADERSHIP 
 

   

  FELLOWSHIP 
 

 

 

 

 

                                SERVICE 

Ways to keep 

              NEW MEMBERS  

          coming back            

 

 

 

FOLLOW UP  
It is not uncommon for people to sign up for a club and soon stop coming to meetings. 
The best way to keep new members coming back is to follow up with them! Sending a 
quick personal email telling them that they are missed and that you would love for them 
to come to another meeting is often times the boost new members need to venture back 
to CKI. Follow-up emails are also helpful in retaining old members and motivating them 
to attend an event or meeting.  



SERVICE 

LEADERSHIP 

FELLOWSHIP 

    

 

 

CDCKI Recruitment and Retention Manual         8 

 

KEEP MEETINGS INTERESTING 
Along the same lines as varying your 
meeting programs, it is also important to 
remember to keep your meetings 
interesting. After a year or two, returning 
members might tend to get bored of 
meetings and choose not to show up or to 
leave the club all together. Try sprucing up 
your meetings with concurrent slideshows 
that show pictures of recent events, 
allowing your members to see themselves 
in action on the “big screen.” Also consider 
changing your modes of presentation and 
check out the CKITV and CDCKI 
YouTube Channels. Both channels have 
great videos about the goings-on in the 
District and across the nation as well as 
others that talk about CKI initiatives and 
might make great additions to your agenda. 
“Happy Change” is always a fun meeting 
closer and is simply the passing of a cup 
around the room and having members 
throw in their spare change and say why 
they are happy – it’s a small addition to the 
meeting, but everyone loves to share why 
they are happy! 
 
HAVE A VARIETY OF PROJECTS 
Each club has its set of classic projects that 
everyone enjoys, but returning members 
like to see a variety of new activities to 
choose from. CKI is unique from other 
clubs in that it does not focus on one 
specific project or type of event– it 

encompasses all service and projects. Let 
your members know that they have 
different project options to choose from 
and that they are held on different days of 
the week – by recognizing that everyone has 
a different schedule, you allow for 
members to participate when it is best for 
them.  

 
 
 
 
 
 
 
 
 
 
 
INTERCLUBS AND KIWANIS-FAMILY 
ACTIVITIES 
It’s always good to remind your members 
of the scope of CKI and the Kiwanis 
Family and the best way of doing so is 
through interclubs! Contact neighboring 
CKI clubs and arrange for them to visit you 
or for your club to travel to them, and plan 
fun activities and projects to do with each 
other. Most CKI clubs have local Key 
Clubs in addition to their sponsoring 
Kiwanis Club which makes attending a 
meeting of another branch of “the Family” 
quite easy. Most clubs (no matter the 
branch of the K-Family) are incredibly 
eager to team up with other clubs but are 
just waiting to be asked. Take the initiative, 
or better yet ask a returning member to 
arrange a fun get-together and put into 
perspective the true meaning of the 
Kiwanis Family. 
 
 
 
 
 
 
 
 
 
 

One of the key things college 
students look for in a 
club/organization is ownership – 
they want to know that they are 
contributing members of the club 
and that they have a say in the 
functions of the club. How can this 
be achieved? – COMMITTEES!  
 
Committees are incredibly 
important to a club because not 
only do they make the flow of the 
club easier on the executive officers, 
they allow members to contribute to 
the activities of the club. 
Committee chair positions are also 
important because they let members 
“get their feet wet” in a leadership 
role while having a direct opinion 
in club business. By allowing 
members to take on the position of 
Committee Chair, they feel a 
connection to the club and are 
much more likely to remain active. 
Some committees include: 

- Awards 
- Fundraising 
- Kiwanis Family 
- Membership  
- Public Relations 
- Scrapbook 
- Service 
- Social 
- Technology  

 
 
 
 
 
 
a collegiate organization, Circle K 
International holds the promise of 
today’s student becoming 
tomorrow’s leader. It exists to meet 
the personal needs of the individual 

WAYS TO KEEP  

RETURNING MEMBERS  INTERESTED  

LEADERSHIP Committees 



 

members in the ceremony). Be sure 

to invite other CKI clubs from your 

division and from the district as well 

as your local Kiwanis Club to share 

the excitement of the event.  

 

 

 

 

 

 

 

 

 

 

 

 

 
District Events 

- Fall Training Rally (FTR) 
- Spring Officer Training 

Conference  (SOTC) 
- Total K Day (TKD) 
- District Large Scale Service Project 

(DLSSP)  
- District Convention (DCON) 

International Events 
- Sub Region F Event 
- Large Scale Service Project (LSSP) 
- International Convention (ICON)  
- Kiwanis Family Conference (KFC)  
 

 

 

 

NEW MEMBER INDUCTION 

It is important to recognize your new 

members each year and a fun way to 

honor them is a new member 

banquet! Whether as simple as a 

picnic or ceremony or as formal as a 

sit-down dinner, plan a special event 

to welcome your new members to the 

club. It is at this time that you can 

give your new members their CKI 

member pin, certificate, and 

membership card. Other ideas for 

such an event include installing your 

club’s committee chairs (if you have 

them) and reaffirming your old 

members to the ideals of CKI (this is 

a good way to involve your returning  

 

MOVE AROUND 

A great way to keep things new and 

fresh is to change your meeting 

location. While having a consistent 

meeting space is important, try 

mixing things up! Try reserving a new 

room for the second semester or 

hosting a meeting at someone’s 

house. You can also have a meeting 

outside on a nice day, and be sure to 

incorporate a special activity or game 

to both engage your members and 

attract attention from passersby – it’s 

a great means of recruiting new 

members! 

 

OTHER RETENTION IDEAS! 

Member of the Month! 
 

An easy method of retention is to 
recognize an outstanding member of 
your club each month. Present your 
“Member of the Month” (member 
with the most hours, member who 
attended the most events, member 
who organized a successful project, 
etc.) with a special certificate and a 

candy bar or small token to show the 
club’s appreciation. Make “MoM” a 

distinguished honor so that members 
continue to attend meetings as well 

as strive to do their best at your 
events and projects. Be sure to email 

your club’s MoM to MD&E Chair 
Melissa Kong to be featured in her 

committee’s monthly newsletter 
CKIology! 

district and 

international events 
The Capital District and Circle K 
International have many great year-
round events open to all members of 
CKI that bring students from 
different schools and districts 
together in service and fellowship. 
Encourage your members to take part 
in these events and experience CKI 
on a new level as they provide 
members that are only familiar with 
CKI at the club level with a better 
understanding of the scope of Circle 
K International. Whether a 
conference, social, or service project, 
CKCKI and CKI has an event to suit 
your members! 
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Live to  

Serve, 

Love to  

Serve 

Serve to Grow,  

Grow to Serve! 

 
                   

Nice play on words, right? But what exactly does it mean, you ask? “Serve 
to Grow, Grow to Serve” (STG-GTS) is the Capital District’s new award 
program that recognizes clubs that increase their membership from year 
to year. Clubs are eligible for STG-GTS if they have achieved a minimum 
5% increase in their 2008-2009 membership from their 2007-2008 total. 
Below are two tables which indicate how many new members each club 
must recruit in order to reach the 5% increase.  
 
So how can you get this award? It’s quite simple! If your club meets the 
required 5% membership increase, simply download the award 
application from the CDCKI website (featured on the following page) 
and submit it with your normal DCON awards applications. As with 
other awards, the STG-GTS application must be received by District 
Administrator Jeffrey Wolff by February 18, 2009.  
 
If you have any questions, contact CDCKI Club Building & 
Revitalization Chair Brian Cofrancesco at cbr@cdcki.org or Laws, 
Regulations & Awards Chair Aditya Chebolu at lra@cdcki.org.   
 
Application: http://www.cdcki.org/events/dcon/awards/STGGTS.pdf  
 
 
 
 
 
 
 
 
  
rldwide. As a collegiate organization, Circle K International holds the 
promise of today’s student becoming tomorrow’s leader. It exists to 
meet the personal needs of the individual collegian through the 
qualities of leadership, the rewards of service, and the unique spirit of 
friendship. Leadership, service and fellowship; the embodiment of the 
three tenets premier collegiate service organization. A member of the 
Kiwanis family, Circle K International boasts a membership of more 
than 12,000 members on more than 525 campuses around the globe.    

Circle K International is comprised of  college and university students 
who are responsible citizens and leaders with a lifelong commitment to 
community service worldwide. As a collegiate organization, Circle K 
International holds the promise of today’s student becoming 
tomorrow’s leader. It exists to meet the personal needs of the 
individual collegian through the qualities of leadership, the rewards of 
service, and the unique spirit of friendship. Leadership, service and 
fellowship; the embodiment of the three tenets of Circle K 
International are necessary to shape the future, realized in the colleges 
and universities of today.  
Circle K International is the world’s premier collegiate service 
organization. A member of the Kiwanis family, Circle K International 

Membership increase required for the STG-GTS Award, as prepared by 

District Secretary-Treasurer, Tanya Sperling. 

mailto:cbr@cdcki.org
mailto:lra@cdcki.org
http://www.cdcki.org/events/dcon/awards/STGGTS.pdf
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WEBSITES 
CKI Websites 

 Capital District of CKI (CDCKI) – http://cdcki.org 
 Circle K International – http://circlek.org 

 
Kiwanis Family Websites 

 Capital District of Key Club – http://www.capdistkeyclub.org      
 Capital District of Kiwanis – http://www.capdistkiwanis.org    
 Key Club International – http://keyclub.org 
 Kiwanis International – http://kiwanis.org  

 
 

 
EMAIL LISTS AND REFLECTORS 

 
Division Reflectors 

 Contact your Lieutenant Governor for more information 
 
CDCKI 

 To subscribe: 
http://cdcki.org/mailman/listinfo/business_cdcki.org  

 
Sub Region F 

 To subscribe: 
http://groups.google.com/group/ckisubregionf?hl=en 

 
CKI 

 To subscribe: http://groups.yahoo.com/group/ckibusiness/ 
 
 
CKI Digital Resources 

 http://community.kiwanisone.org/media/54/default.aspx  

WEBSITES  
       AND RESOURCES 

http://cdcki.org/
http://circlek.org/
http://www.capdistkeyclub.org/
http://www.capdistkiwanis.org/
http://keyclub.org/
http://kiwanis.org/
http://groups.yahoo.com/group/ckibusiness/
http://community.kiwanisone.org/media/54/default.aspx


 

 

 

District Governor 
Heather Waite 

governor@cdcki.org 
 
 

Battlefield Division Lieutenant 
Governor 

Brian Thibaudeau 
battlefield_ltg@cdcki.org 

 
 

Presidential Division Lieutenant 
Governor 

Kelly Pilkerton 
presidential_ltg@cdcki.org 

 
 

Tidewater-64 Division Lieutenant 
Governor 

Avanti Kollaram 
tidewater64_ltg@cdcki.org 

2008-2009 CAPITAL DISTRICT BOARD 
Contact Information 

District Editor 
Adrienne Franklin 
editor@cdcki.org 

 
 

Metro Division Lieutenant 
Governor 

Lyndsey Clouatre 
metro_ltg@cdcki.org  

 
 

Susquehanna Division Lieutenant 
Governor 

Rachael LaBattaglia 
susquehanna_ltg@cdcki.org 

 
 

International Representative 
Eric Hotchkiss 

erichcki@gmail.com 
 

District Secretary-Treasurer 
Tanya Sperling 

secretary-treas@cdcki.org 
 
 

Foothills Division Lieutenant 
Governor 

Kate Blackwell 
foothills_ltg@cdcki.org 

 
 

Ridgeline Lieutenant Governor 
Rachael Newcomb 

ridgeline_ltg@cdcki.org 
 
 
 

Valley Division Lieutenant Governor 
Duc Nguyen 

valley_ltg@cdcki.org 
 
 

District Administrator 
Jeffrey Wolff 

district_administrator@cdcki.org 
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responsible 

citizens and 

leaders with a 

lifelong 

commitment to 

community 

service worlwide 
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a Kiwanis-family member 

www.circlek.org 

 

3636 WOODVIEW TRACE  INDIANAPOLIS, IN  USA 46268  1-317-875-8755 • US AND CANADA: 1-800-KIWANIS 

 

serving the 

children of 

the world 


